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GEORGIA DEPARTMENT OF LABOR 
EMPLOYMENT SECURITY AGENCY 

ADMINISTRATIVE SERVICES DIVISION 
RECORDS MANAGEMENT AND CONTROLS 

APPLICATION FOR 
I Applicatibn N:rnber 

-lz5rfk AMENDMENT TO RECORDS RETENTION SCHEDULE i ' 

- J 

Application Date: 8/  10/82 

i 
Record Series Title: Employer Quar> erly Wage Reports P 
Item number to be amended: Item 25 : "Agency Recommendations'' 

FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

4UG 1 2  1982 8-4 'OCT 2 4,?982 

~ I -- 
Person to  Contact: joe Carter 

Telephone NO. 656-3066 

ReadsasfOl~ows: Cut off calendar quarter, hold in current files two years, then transfer 
to records center, then destroy quarterly in center, 
trative value after 4 years. 

No further adminis- 
I 

to mad: Cut off at calendar quarter, hold in current files 6 quarters, transfer 
quarterly to records center, retain 10 quarters in center, destroy quarterly. 

i 

Reason for change: The increase in, liable accounts for unemployment insurance taxation and 
the automation of the tax reporting and deposit system have increased 
the volume of the quarterly reports. 1 

Date I 

Date 4 7 / w  -- 

The volume is exceeding the 
2 counts unit. The file will grow. i 

-. Date 

Date zTI__--- 8 / d  f/?-- 
.- .. . ~~ 

AUTHORITY: . 

ESA Director: 

State Auditor/Designee: 

Secretary of State/Designee: DateX%!!-&__. - - 

Attorney GeneraVDesignee: D,ate&.cL&&--. 

ESA-143 (3/80) 



Employmegt S e c u r i t y  Agenc Unemployment Ins 'u ranc  
D i v i s i o n ,  Employer  Account: S e c t i o n ,  S t a t e  Labor  
B u i l d i n g ,  A t l a n t a ,  G e o r g i a  30334 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
NO. FURTHER A C C U M U L A T I O N  ANTICIPATED R E C O R D  WILL C O N T I N U E  TO ACCUMULATE.  - -  - .  . 

0.Yb.t f u n c t i o n  performed resulted I n  creation o f  thlB meries 

This sect ion of the  Unemployment Insurance Division receives, examines, 
batches, and maintains quarter ly  Wage Summary Reports. Establishes and 
maintains a rec.m-d-of report  delinquency. 
remittances, ina ica t ing  d is t r ibu t ion  of delinquent remittance and reapplication 
of re turn items. /Receives and prepares Forms 940-B and Schedules A fo r  
machine c e r t i f i c a t i o n  (Immediate p r i o r  year only),  manually c e r t i f i e s  
delinquents and discrepants and returns  t o  In te rna l  Revenue Service Centers. 

/ I n i t i a t e s  new en t r i e s  and corrections from Daily RepQrt t o  the employer 
name and address computer t a p e  and establ ishes  penalty and i n t e r e s t  dates i n  
the machine record. 
l i a b i l i t y  f i les by - Acct. No. & alphabetic cross reference f i l e  - name t o  Acct. No. 

Endorses and banks a l l  employer 

/ I n i t i a t e s  -adjustmentsL t o  taxable wages and base period wage i x e d i t s .  - . - .  

GENERAL FILES UNIT: Establishes and maintains employer 
- - 1 .DgBCRIPTIOI 0) SERIES - Include Form lo. b Form Title, i f  *DY 

Ti 

F i l e  c o f i s i s t q  of  Form.No._ E.S.A. 4, "Wage Summary R e p o r t . "  
A r e p o r t  i s  *Yi%ed q u a r t e r l y  by s J p a r a t e  e m p l o y e r s  t h r o u g h -  
o u t  t h e  s t a t e .  R e p o r t s  a r e  g r o u p e d  i n t o  b a t c h  o f  5 0  
s h e e t s  and  t h e s e  c o n s t i t u t e  t h e  t a x  b a t c h e s .  B a t c h e s  a r e  
f i l e d  i n  n u m e r i c a l  o r d e r .  

~ 

?or.: 11-50-11 

F r e q u e n t  

4 0  30 :o p e  

; 

AVERAGE DAILY REFEREICES 
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I____ QUESTIONNAIRE ~ 1 . ~ ~  an "x- in the proper EOIY.n. rr . n ~ ~ e r  I. "ms," ~I.L.L eXp1.i. 

13. Is t h i s  the  Record Copy 06 the  se r i e s?  

4 1 , =  L 

> 
,i 'Mx: [ I  

i - .  
.. .. 14.  Is there a duplication of t h i s  series i n  another o f f i ce  o r  agency? 

i ,  
! I 

15. Is the information contained i n  t h i s  series ever summarized o r  published? .,- [ I  . .  M 
-' . -. .. .. . . . . .  - ~ . . . -  Check o n  s t a t i s t i c a l  summaries. ~. . ., .. - .. L . .  . .  16. Does the  series contain c l a s s i f i e d  infofajation . .  requi-ring vecurity hqdl?hg?~-. .. 

17. Docs t he  se r i e s  document . . . . . . .  pol ic ies  &d procedures of .agency's operation o r '  function? '[ ] . : 
18. Could t he  function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

~ .; ..[ ] : . .  . . .  . ,.. 
. .- . I_ . . _ .  . _  . .  ~ . 

I . .~~ . . I .- 
* . .  , ~~ .. . -  .... .. S e c u r e d ' % $  F e d e r a l '  Law. ~~ I .. 

. . .  ... . . .  .... . . .  . .  ,- -~ 
. , .  ,. - . .  .. 

.L 
.r - ~, 

.. ,. ~ . .~ 

[ I  w 
19. Is the  series ( o r  major portion of i t) regularly microfilmed? If yes,  why? 

20. Does the record se r i e s  pr$vide data as input t o  an EDP f i le?  

21. Does the 'record se r i e s  contain documentation produced' as EDP printout? 

[ I  : % d  
D e s i r a b i l i t y  o f  f i l m i n g  is b e i n g  c o n s i d e r e d .  

13 : ~ [ l  

[ 1 ~  M 
~. , , .  -To , , f a c i l i t a t e  a c c o u n t i n g .  - I ,  ~. _ r  . . . . . .  ~ . _  . . . .  ,- - .~ 

L .- .. 

22. Is the  se r i e s  affected by Federal o r  grant funds? 
100% f e d e r a l  f u n d i n g .  

23. W i l l  t here  be a need fo r  these records . . .  loy 15 years ~~ from now? I f  .yes, what? . .  "I Rl . .  .~ ~ . , .  ___ .~ ~ .~ I _ _ I _ _ _ _ _ ~ ~  

24. REQUIREMENTS-; The.'following -requires.  . -  the f i l e s  ,. : to  . , . -  be kept ---four-.--years': 
. . .  : ,  . ~. . .  ~ .. . .  

. .  
a. NSTATE b. []STATUTE OF ' ,  c .  []AUDIT 'd.  []FEDERAL ' .e. [mNI,STRApIVE f .  []HISTORICAL 

1 - ( C i t e  Law, S ta tu te ,   or other ~rbason' for the .retention r&,quirbmfi.t) 
S e c t i o n  1 4  o - f ' E m p l o y m e n t ' S e c u r i t y  L a w  as amended ' t h r o u g h  March ,  . .  1968, Sub- 

- . s e c ' t i o n  54-650. 

,VALUE . .I LAW L?hlfTATION PERIOD UW - '  DECISION 
.- - 

.~ ~. . -  . . .  

- . .  . . . . . . . . . . .  . ,  . .  .~ . .  ._ 
_I .~ 

25. AGENCY %CObl!&~DATIONS. This agency &coninends t h a t  t he  f i l e  s e r i e s   be^ cut . .  ',off. ,at the end 
of each -[]CALENDAR 'YEAR -[]FISCAL YEAR -NOTHER CALENDAR QUARTER ,then : 

~ . [ ] ~ e s t r o y  immediately a f t e r  cut of f .  

1 []Destroy. 
B.[YHold i n  current f i l e s  area ~ ~ month(s)/-two-- year(s) then: 

.2 $~$l'rwsfer t o  records center;  hold-.two:-yearls)-, then: . . .  

-. ,. ~. - . c. 

' 2  r...: 
--- 1 ' . - .; 

.. . 
' . i  I . - - . - I  '. ' -a. MDestroy-(q&&-k%e& ._ _. 

. bc [ ]Trksfer h i s t 6 r i c a i  material  t.0- &-c%ivqs ; .. 
.~ - ~ - . -  - 

. . . .  ., .. . > >  ' - L L 2  r~ . . ~  - -  _ _ ~ ~  2 .  .- i . 

.... '. destqoy . .  mmaindes. . . . . .  . . . . . . . . .  
. 'i -. 

- '  3 [ I ~ G t r o y  a f t e r '  aukit ( o r 2  ~ . _  =az.~.?r ,. . .  ~~ . .  I 7&.FT,.datj . ~. ., .. 
C. []Hold i n  current f i l e s  area indef in i te ly .  

D. []Hold i n  current f i les  area .:' . ~ y ear(  s )  , then t r ans fe r  t o  Archives permanently. 

. - ~  E. []Other 
, ,  

(Indicate b r i e f l y  r a t i o n a h  fo r  recomlzdations above/or write additional remarks) : 
. \  No f u r t h e r  a d m i n i s t r a t i v e  va lue  a.fter 4 e a r s .  .' 

ecommenda tions 

in . Paragraph ~ 25 

i 
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fn section _ _  & 1 P'tree  Storage I -  Supervisor -~ -pL-- ~9 

This section of the  Unemploytant Insurance Division receiws, excmlnes, 
batches, and main ta ins  quar te r ly  Vags S-ry Reports. Establ ishes  and 
amintains a record of report  delinquency. 
rereittances, ind ica t ing  d i s t r ibu t ion  of delinquent remittance and reappl icat ion 
of re turn i ters.  /Receivee and prepares F o m  940-8 and Schedules A for 
machine c e r t i f i c a t i o n  ( I w e d i a t e  p r i o r  year  only), manually c e r t i f i e s  
delinquents and discrepants and returns  t o  Tnternal Revenue Service Centem. 
/ I n i t i a t e s  adjustments to taxable wages and base period wage  c red i t s .  
/ I n i t i a t e s  ~ e w  e n t r i e s  and correct ions from Daily Report t o  the  eqlcysr 
name and address c o q u t e r  tape and es tab l i shes  pendlty and i n t e r e s t  da tes  i n  
the machine record. --.. cE;NEFAL FILES ---~-- W I T :  Establ ishes  and maintains ac;ployer 
l i a b i l i t y  f i l e s  by Acct. 100. & alphabet ic  cross reference f i l e  - nam t o  Acct. No. 

Endorsee and banks a l l  employer 

,_____s~______/.______I_I -- __-- 
11 .DISCRIPTI~I 01 SLRIZS - I n c l u d e  ?or-  me b ?or. T i t l e .  i f  an? 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; I RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED, 

F i l e  c o n s i r t r  of Form go. E.6.A.4, "Wags Sumart Report." 
A report  i8 f i l e d  quarterly by reparate enployerr thrOUgh- 
out t h e  s t a t e .  Report8 are grOUped,bto  b a t c h  of 50 
sheet8 and these cons t i tu tb  t h e  t a x  batchen. Batchel are 
f i l e d  i n  numerical order. 
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13: Is t h i s  the Record Copy of the ser ies?  

15. Is the  information contained i n  This 'series ever  summarized o r  pu$lished? 

w 
11 
[ I  
Dd 

/ 1 

14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? 
i 

Check on r t a t i s t i c a l  r u n m e r i e r .  

S e c u r e d  by F e d e r a l  Lay. 
16. Does the  ser ies  contain c l a s s i f i ed  information requiring secur i ty  handling? 

17. Does t h e  se r ies  document pol ic ies  and procedures of agency's operation o r  function? [ ]  

18. Could the  F a c t i o n  be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ I  

1 1  
w 
11 

19. Is the se r i e s  ( o r  major portion of i t )  regular ly  microfilmed? If yes,  why? 

20. Does the  record se r i e s  pq v ide  data as input t o  an EDP f i l e?  

21. Does the recard se r i e s  contain documentation produced as EDP printout? 

D e r i r a b i l i t y  of  f i l m i n g  l a  be ing  c o n s i d e r e h .  

l o  f a c i l i t a t e  ac t foun t ing .  

22. Is the  se Ses affecte  by Federal o r  grant funds? 
loor federal gund ing .  

23. W i l l  there be a need f o r  these records 10, 15  years from now? If yes,  what? , 11 

24. REQUIREMENTS. The following requires the f i l es  t o  be kept - - - fourz-years  : 

a.OI]STATE b.[]STATUTE OF c.[]AUDIT d.[]FEDEFAL e.[qADMINISTRATIVE f.[]HISMRICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

S e c t i o n  1s o f  Employment s e c u r i t y  L a w  s a  amended t h r o u g h  $arch, 1968, Sub- 
( C i t e  Law, S ta tu te ,  or  other reason for  the retent ion re  uirement) 

r e c t i o n  55-650.  
I___ _1 __ -. __ ____ 
25. AGENCY RECOM13ENDATIONS. This agency recommends that the f i l e  series be cu t  of f  at the enti 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -NCTHER CALEHDAR QUARTER ,then : 

~ . [ ] ~ e s t r o y  immediately a f t e r  cut off .  

l []Destroy. 

' 

B.RHold i n  current f i les  area- month(s)/-twO" yea r ( s ) ,  then: 

2 1h)ljTransfer t o  records center ;  hollt-tVO-Lyear( - -  s) , then: 

b []Transfer h i s t o r i c a l  material  t o  Archives ; 

3 [ I ~ e s t r o y  a f t e r  a u ~ t  ( o r  g e a r ( s )  a f t e r  s u d i t ) .  

a ~ D e s t r o p ( Q U a r t e r 1 7  in C e n t e r ) .  

destroy remainder. ' 

C. []Hold i n  current f i l es  area indefini te ly .  

E. []Other 
D. [ ]Hold i n  current f i les  area-- _yew( s) , then t r ans fe r  t o  Archives permanently. 

(Indicate b r i e f l y  ratiunale for recommendations above/or w r i t e  additional r e m a r k s )  : 
no f u r t h e r  adminis t ra t ive value a f te r  b yesrr .  

Recommends t i o n s  

i n  P a r a g r a p h  2 5  

a r e :  


